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Preface

The California Integrated Water Quality System (CIWQS) is a new

computer system for the State and Regional Water Boards to track
information about places of environmental interest, manage permits and
other orders, track inspections, and manage violations and enforcement
activities. CIWOQS also includes an electronic Selt Monitoring Report
(eSMR) tool for submission of monitoring reports via an internet web site.
CIWQS is part of an overall effort to integrate several disparate legacy
systems, compile water quality data, standardize permits, automate
processes, and to make data more accessible to Water Board staff,

dischargers, the public, and US Environmental Protection Agency.

Initially, CIWQS will focus on supporting the National Pollutant
Discharge Elimination System (NPDES) program and its requirements to
submit monitoring reports. The internet-based eSMR tool will be
deployed in a phased approach, and will be available to dischargers in
certain Water Boards starting in the July of 2005.

The purpose of this guide is to provide you with step-by-step instructions
for performing tasks in CIWQS. The manual will also serve as a quick
reference guide with a full index and glossary. This manual does not
attempt to dictate or set policy for either the State or Water Resource
Boards. New editions, or amendments to this manual will be published as

needed with future software updates.
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The CIWQS Users Guide

This manual documents how to use the California Integrated Water
Quality System (CIWOQS) to report permit information and manage user
accounts. It will walk you step-by-step through the entire process of
submitting electronic Self Monitoring Reports and provides information
on where to find additional information if needed. This section is designed
to introduce you to the CIWQS Users Manual so you can use it to find
information quickly and eftectively

How This Manual is Organized

This manual is divided into two parts. Each part represents a group of
related tasks or actions that you will perform within CIWQS.

Part 1 - CIWQS Administration

This section describes how to first register and then login to the system to
gain access to the data reporting Modules. It provides an introduction to
the CIWQS Modules and navigation within the CIWOS site.

Part 2 - The eSMR

Most of the work you do in CIWQS will revolve around the Self
Monitoring Report Module. This part ofters step-by-step instruction on
how to create and submit data for eSMRs and gives detailed information
on how to upload data to the system.

Appendixes and Reference Material

At the end of the manual are several appendixes a glossary and an index.
These components are included to provide a quick reference for specific
topics and additional information related to the various modules.
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Conventions used in this book

Throughout this manual, several conventions are used to distinguish
different types of information or actions required to complete tasks.

Icons and Alerts

Various icons are used throughout the manual to highlight warnings or
information of note.

Warning — Notifies you when there is the potential for error or data loss.
& Indicates that special care should be taken.

Cross Reference — Indicates where additional information about a
=1} particular topic can be found in another section of the manual

=~ Important/look here/tip/note — Provides additional tips or points of interest

@ Stop before proceeding — where to make sure you have input the correct
information during a step-by-step data information procedure.

In addition to the icons used throughout this book, you will also
notice material placed in shaded boxes. This material offers
background information, an expanded discussion or a deeper insight
about the topic under discussion.
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User Registration and Login

This chapter addresses the following information:

User Types and Access Levels

How to Register

How to approve/disapprove pending registrations
How to log in to CIWQS

How to navigate in CIWQS

CIWOS Main Menu and Modules

1.1 User Registration

Before you can enter or use CIWQS, you must first register as a User.
Registration can happen in one of two ways depending on your role within

a Facility.

B == CIWQS is a secure system accessed through a login screen
where a User enters his or her unique User ID and password.
Passwords should be protected to prevent unauthorized
individuals from accessing sensitive information.

must register individually to obtain a User ID and password.

1.1.1 User Types and Access Levels

You belong to the group of Users generally referred to as Dischargers.
This group includes Users affiliated with a Discharger location, such as
engineers, responsible executive officers, and authorized consultants or

laboratories. In general, this refers to anyone required to submit Self

Monitoring Reports (SMRs) to the Water Boards.

Each User

Chapter 1: User Registration and Login
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This User group is further divided into Users who are designated as
Responsible Executive Officers at a Facility (someone with signature
authority for submitting eSMRs) and those who are not the responsible
person but are still authorized to provide information for a Facility
(additional Users). The Responsible Executive Officer for a Facility has
three responsibilities within CIWQS:

1. Register their Facility with CIWQS (it it is not already registered) so
that eSMRs can be submitted for the Facility;

2. Approve/Disapprove registration of additional Users for their Facility;
and

3. Give final approval for (certity and submit) Self Monitoring Reports by
providing an electronic signature certitfying data validity.

Additional Users are authorized to view and enter information for their
associated facilities but may not electronically sign eSMRs for final
submission.

Information on creating and submitting Self Monitoring
=] Reports can be found in Chapter 3.

Registration with CIWQS provides you with a User ID, password, and
access to information for the facilities you are affiliated with. Access to
information is granted on a Facility-by-Facility basis. You must complete
the registration process for each Facility you wish to have access to even if
your company or organization operates multiple discharge locations.

B You can register for more than one Facility and keep only one
User ID and password.

1.1.2 Registering as a Responsible Executive Officer

Registration begins at the CIWQS Login page (Figure 1.1). This site is
accessed  through the California Water Boards website at
www.watergbodies.ca.gov/ciwgs.

== Once you have completed registration and have been granted a
User ID and password, you will return to this screen to access
the Water Quality System.

Chapter 1: User Registration and Login 1-2
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Figure 1.1 The CIWQS Login Page

To begin registration, click the “Register Here” button below the User 1D
and password fields. This brings you to the New User page (Figure 1.2)
where you will indicate your role within the Facility. The top two choices
are applicable to Dischargers. The bottom two options are reserved for
other types of Users.

S dcwas|

CIWOS Monday, Apil 11, 2005

Please salect one of the fllovwing:
(& | arm lhe legally resporsible person far ey faciity or localion

oy IwEEh b e Al o suil data ar BEnEOT i il of [cation,
= bul am nal the lenaly respansible person

) larm armember of a California SRR ater Board
O Lam & citimen oF membser of snother puilic of pivale oranzation

I o hiwse suestions reqandig redistrafion, please centact the Califernia State Water
ot od Bl o 3OCKDCOCI0000 or yoan |ocal Water Cantrold Board.

Mt

& 20048 Stade of Calilornia, Cond@ons of Use Prisacy Policy

Figure 1.2 The New User Page

Choose the first option (click in he radio button) to indicate that you are
the legally responsible person for the Facility and click the “Next” button.

The next page you see will be the Discharger Registration page. Here you
can enter information about yourself and the Facility you are representing
(Figure 1.3).
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CIWGE Monaay, Apni 11, 2005

Discharger Fegistiation:

“Prefl: M.~

et I—
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Surttio: -

“Company O ganization Representing: | |

“Facliity Representing:
Wy Tithe Rale: | |
Wy Mailitg) Al eg8:

o  —

Husnber:

‘Chtyz

‘State: v

‘Zip Code:

Ewail Adresss [
Phone T
Hunnhes:

Fat Mimnber=

"Requested Bser ID:
‘Requested Passwonk l:l
s ——

22004 State of California. Condlions of Use Privacy Palicy

Figure 1.3 Discharger Registration Page

Table 1.1 gives a description of each field and indicates which fields are
required to complete registration.

@ Your entries for Company/Organization and Facility
Representing should reflect the registered names for these
entities. If you are unsure of the correct spelling or full
registered name, contact your local Water Board for additional
information.

Once you have verified that your information is correct, click the “Next”
button at the bottom of the page. If you have forgotten to fill out a
required field or if you have chosen a password that does not meet the
security requirements, a message will appear at the top of the screen in red
lettering indicating what errors were found within the page.

= Multiple Users may register as the responsible representative
for a Facility — each User must follow the same process,
including completing the signature form.

The next screen that appears is the Electronic Signature Authorization
Form (Figure 1.4). A copy of this form is also emailed to the address
provided. The Electronic Submittal Authorization Form must be printed
out, signed, and mailed to your local Water Board to before your
registration can be approved.

Chapter 1: User Registration and Login
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Table 1.1 Fields on the Discharger registration Page

Select the appropriate Prefix from the

Prefix drop-down list Y

First Name Type in your legal First Name Y

Middle Name Type in your legal Middle Name N

Last Name Type in your legal Last Name Y

Suffix Select the appropriate Suftix from the N
drop-down list

Comp any / Type in the full name of the Company

Organization o Y

. or Organization that you represent.

Representing

ol Beprzsanitng Type in the full name of the Facility %
you represent.

Street Number Typg in the Street Number of your %
mailing address

Street Name Typg in the Street Name of your %
mailing address.

Apt. Type in .the Apartment Number of N
your mailing address

City Type in the City of your mailing Y
address
Select the state of your mailing

State address from the drop-down list Y

i Cvite Type in ‘Fhe 5- or 9-digit zip code of Y
your mailing address
Type in a valid e-mail. E-mail will

E-mail Address only be used for CIWQS notifications Y
(including completed registration).

Phone Number Type in your office phone number Y
using the format 999-999-9999

Fax Number Type in your office fax number using
the format 999-999-9999

Requested User 1D Type in a User ID
Type in your requested password.

Requested Password | The characters you enter will appear Y
as stars.

Vet Prssmond Re-type your requested password to %

verify

Chapter 1: User Registration and Login
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Choosing a Password

The password you choose must conform to the rules set by the system.
Passwords must be at least 6 characters and must contain a combination
of lower case letters, upper case letters, and numbers. All three of these
elements must be present in the password. For example “a2HIkj” is
acceptable, but “abcdef” and AbCdEf” are not. Typing a password that
does not meet these rules and clicking the “Next” button will result in a
registration error.

This form indicates that you accept the terms and conditions for use of the
web site and gives permission to use your ID and password as a legally
valid electronic signature.

- CIWQs

CIWGE Tussday, April 12, 2005

Dischan gor Regist ation;

I Responsibie Executive Offcer , certiy that | am Ihe legaly ahorzed represeniatie for faciliy name. by
signature on his form alsq cartifies that | agre that my user 1D and password constiiule ry elecianic
signabare and ary lindicate | am EHIRING CORLaInS my Signalure. | undersiand that
I arn legall bound, obligated, o responsible 33 much a5 & hand-witlen sigrabire

I agree that | will protect rry password (electronic signature) fram unautonzed use and wil confact e Waler
Beard | suzpact that my g has Been i y i agrature is for my own use and
cannot be delegated or Shared with analher padty.

Slaich 10 s forrn & eopy of My organizalion’s and facilit's informalion, such & Ihe cover page fom an
issued Order, 11 his facility 5 notyed registered with the State Water Resouces Conliol Soard o a local
witer Board, please submil e follawing information: legal facilib reame, T ohysical addross, full railng
adoress (f differend, and main phone nurmaer

The follaving informztion was supalizd on your reglstation:
Marne: Wrs. Responsibie Exetutive Ofcer
Malling Ardress: 100 Test Sirest, Testing, CA 10000
Fhare Hurnber:
Fad Number.
Email Address:
Qegsaization Tast One Company
Failty: Test One Faclli

I certity th3t the supplied information is complate and comect.
Slgnad:
Diate:
Miail ta:
SRS Reaistation
Siata Water Resources Coniral Board
1001 | Sireet
F.0. Box 100
Sacramento, CA G613

Fax i
{915)341-5253 eia "CINDE Reglztration’

To login, conmect to ciwes serch ca gov wilh e user (D 185t you have forgolen your password, you may
use the I forgot my password link.

@ 2004 Slate of Califomis, Conddilions of Use Privacy Policy

Figure 1.4 The Electronic Signature Authorization Form

Click the “Print” button to open the Print Setup window and print a copy
of the form. When you are finished, click the “Done” button to complete
the registration process. You will be returned to the CIWQS Login page.

[f your Facility has not yet been registered with the Water Boards, be sure

to include the following information when you mail the Electronic
Signature Authorization Form:

e Legal Facility name;
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e [ ull physical address;
e [ull mailing address (if different); and
e Main phone number.

This information can be found on an issued Permit Order (Figure 1.5)

California Regional Water Quality Control Board
North Coast Region

Order No. R1-2004-0027
NPDES Permit No. CA0023043
I.D. No.1B831000SON
Waste Discharge Requirements
and
Master Reclamation Permit

For

Forestville Water District
(formerly Forestville County Sanitation District)

Wastewater Treatment, Reclamation, and Disposal Facility
Sonoma County

The California Regional Water Quality Control Board, North Coast Region (hereinafter Regional
Water Board), finds that

1. The Forestville County Sanitation District (CSD) and the Sonoma County Water
Agency (SCWA) submitted a Report of Waste Discharge dated November 1,
2001 and applied for revision of its Permut to discharge treated municipal

Figure 1.5 Sample Issued Permit Order Showing Facility Information

Once the Water Board System Administrator receives the Electronic
Signature Authorization Form, a record is created for your Facility and
you are registered as a system User with the appropriate level of access.
An email will be sent to you with your User ID and password and you will

be able to login to CIWQS.

EE This procedure helps protect system integrity by preventing

unauthorized Users from creating fictitious facilities, creating
duplicate facilities, or entering incorrect data about a Facility.

The procedure used by CIWQS is consistent with the Electronic
Signatures in Global and National Commerce Act (E-SIGN), which
states that a User affirmatively consents to the use of electronic
notices and records. As with E-SIGN, a User must receive notice of
his/her rights prior to consenting,. Although E-Sign allows the User
to affirmatively consent electronically, the requirement to submit a
paper-based signature sheet provides an additional level of
protection, as with a bank signature card, via a physical signature for
each responsible executive officer on file. Although E-Sign is a
Federal program, the State of California has adopted portions of E-
SIGN for User s within certain state Agencies.

Chapter 1: User Registration and Login
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1.1.3 Registering as an Additional User

Additional Users can self-register once the Facility has been registered by
the responsible executive officer. Before an additional User is granted
access to the system for a requested Facility, a responsible executive
officer for that Facility must approve the registration.

A User’s account is disabled — no security privileges are linked — until the
first approval is given. After that, an approval is needed for each
additional Facility added to the User’s account.

To register as an additional User for a Facility, start at the CIWQS Login
page at www.waterbodies.ca.gov/ciwgs (Figure 1.1). Click the “Register
Here” button to access the New User page (Figure 1.2). On this page,
select the second option: “I wish to be able to submit data on behalf of my
Facility or location, but am not the legally responsible person.” And click
the “Next” button.

The next page you will see will be the Discharger Registration page
(Figure 1.6). Table 1.2 gives a description of each field on the Discharger
Registration page.

CIW0E Monday, Apil 17, 2005

DHscharger Regisi ation:

Prafi M.
‘Frst Hame: |:|
vt e —
‘Last Hame: |:|
St v
ot O ganization Repi esenling: | |
“Facility Reprasanting:
Wy TitbeRole: 1
Wy Wailiie) A egs:

e B E—

Humnben:

O
s —
=

“State; v

Email Addiess: |:|

Phome ]
Muimher:;

‘Requastad Usar I
‘Tequested Passwonl: |:|
oty s E—

220048 State of Califoenia, Condlions orLze Privacy Policy

Figure 1.6 The Discharger Registration Page
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Table 1.1 Fields on the Discharger registration Page

Select the appropriate Prefix from the

Prefix drop-down list Y

First Name Type in your legal First Name Y

Middle Name Type in your legal Middle Name N

Last Name Type in your legal Last Name Y

Suffix Select the appropriate Suftix from the N
drop-down list

Comp any / Type in the full name of the Company

Organization o Y

. or Organization that you represent.

Representing

ol Beprzsanitng Type in the full name of the Facility %
you represent.

Street Number Typg in the Street Number of your %
mailing address

Street Name Typg in the Street Name of your %
mailing address.

Apt. Type in .the Apartment Number of N
your mailing address

City Type in the City of your mailing Y
address
Select the state of your mailing

State address from the drop-down list Y

i Cvite Type in ‘Fhe 5- or 9-digit zip code of Y
your mailing address
Type in a valid e-mail. E-mail will

E-mail Address only be used for CIWQS notifications Y
(including completed registration).

Phone Number Type in your office phone number Y
using the format 999-999-9999

Fax Number Type in your office fax number using
the format 999-999-9999

Requested User 1D Type in a User ID
Type in your requested password.

Requested Password | The characters you enter will appear Y
as stars.

Vet Prssmond Re-type your requested password to %

verify

Chapter 1: User Registration and Login
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Choosing a Password

The password you choose must conform to the rules set by the system.
Passwords must be at least 6 characters and must contain a combination
of lower case letters, upper case letters, and numbers. All three of these
elements must be present in the password. For example “a2HIkj” is
acceptable, but “abcdef” and AbCdEf” are not. Typing a password that
does not meet these rules and clicking the “Next” button will result in a
registration error.

@ Your entries for Company/Organization and Facility
Representing should reflect the registered names for these
entities. If you are unsure of the correct spelling or full
registered name, contact your local Water Board for additional
information.

Once you have verified that your information is correct, click the “Next”
button at the bottom of the page. If you have forgotten to fill out a
required field or if you have chosen a password that does not meet the
security requirements, a message will appear at the top of the screen in red
lettering indicating what errors were found within the page.

If the Company/Organization and Facility information you entered on the
previous page matches at least one record in the CIWQS database, you
will be asked to select the correct Company/Organization and Facility
trom a list (Figure 1.7).

CIWOS Friday, April 22, 2005

Dischan gor Registiation:
O gpanizations:

Mhlress
- | TestParten 8105 Tiest Streed Narrue & Lo, Frisno, Galifomia, 903221268, Unilid Stalies ol Amieica
ls! P ) ,

| TestOne Company

Faciities:

[ Fasility Nomes [ Addn s ]
I ©) | 1eAISER MARGILARDIT, ING.~RAMJET TESTING, van NLYS

| ) || NLAND EMPIRE LITILITIES AGERNCY-ETP MO §,CHING 12132 bestiesines Boulevard
123123, MT

0 | testtest 123 test
G

456
chico, KY 123456709
chico, CA

7 |[ e test 123 South test Avenue
chico, LA

0 ||vestesimara i 123 Northeast afs Avenue
I3, 4

O || ves test 12345 East Test Alley l

| O [[*wetestmard 234 Mortn test Alley
| ¢

l Salact ]

Figure 1.7 Select Your Facility
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If you select “None of the Above” or the information you entered did not
result in a valid match you will see the following page (Figure 1.8):

CIWOQS Tuesday, April 12, 2005

Discharger Registration:
Registration Unsuccessful!

Organization/Facility not found. Please confirm the registered name and spelling of the organizationfacility name with your executive officer.

Click here to return to the main page

@ 2004 State of California. Conditions ofUse Privacy Policy

Figure 1.8 “Registration Unsuccessful” Message

If the correct Facility is listed, click the radio button in the correct row
and click the “Next” button. This will complete your part of the
registration process (Figure 1.9). An email will be sent to a// Responsible
Executive Officers for the selected Facility alerting them of your
submitted registration. Only one Responsible Executive Officer needs to
approve your registration for it to be validated

CIWOS Friday, April 22, 2005

Discharger Registration:
Registration Successiull

[Youwill soon receive an email with your account information. Click here when done

2004 State of California. Conditions of Use Privacy Policy

Figure 1.9 “Registration Successful” Message

Once your registration has been approved, an email will be sent to you to
with your User ID and password. You will then be able to log in to
CIWOS through the login screen.

1.2 Login and the CIWQS Interface

The following sections provide information on how to enter and navigate
through the CIWOQOS interface. The concept of data Modules is also
introduced.

1.2.1 How to Login to CIWQS

Chapter 1: User Registration and Login 1-11
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The California Integrated Water Quality System (CIWOQS) can be
accessed through the State Water Resources Control Boards Website at

www.state.ca.gov/ciwgs (Figure 1.10).

Mo

= Galifo AP AW T A

e California Integrated Water Cluality System (CIWQS)
Eoad Businase User ID:
Laws Beguiaions
Pz
B gional Basids | Login Figgister Here
Water Educalan
Watar uuiy B 2004 State of Calfarmia, Cordiions of Use Privacy Pulicy
Warer Rlulwa Thiz system is for oficial use only. Lnautharized use is prohibited
Water Boards.

Stake Waler Rescurces:
Control Boarcd
A0 | Street Sxcramento,
G S5l
0. Box 100 Sucramero,
G4 5512
(ME) 34 5250
Taw (51 §) 3416252
Lomactlis,

Figure 1.10 The CIWQS Login Page

This screen allows system Users to authenticate their identity by
providing a User ID and Password. This step is required to access all
system functions. All Users are provided a unique User ID and Password
by the system administrator. If you do not yet have a password, you must
first register to become a new User.

=~ If you have problems logging in, check your User ID and
password information and make sure that the Caps Lock is off
on your keyboard. Passwords are case sensitive. If you
continue to have problems, contact your local Water Board.

Once you have successfully logged in to CIWQS, you will arrive at the
CIWQS Main Menu (Figure 1.11). If you are a responsible person for a
Facility and there are pending registrations for additional Users for your
Facility, you will be prompted to either approve or disapprove the
registration for the additional Users.

See section 1.3 below for information on how to
[E¥  approve/disapprove pending registrations.

Chapter 1: User Registration and Login 1-12
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% hWenu | Help | Log out
Wister Buards | CIWQS Navigate to: b

You are logged-in as: testl . Ifthis aceount does not belong to you, please log out

Main Menu
» SubmitReview a Self Monitoring Repart (SMR)
* Run Reports
+ View/Chande My Persanal Infarrmation
= Create/Maintain Places
« CreateiMaintain Paries
# Create/Maintain Regulatory Measures
« CreateiMaintain Yiolations
# Create/Maintain Inspections
* CreateiMaintain Invoices
= GeoWBS Editor Module
= Maplt!
+ Administer System

2004 State of California. Conditions of Use Privacy Policy

Figure 1.11 The CIWQS Main Menu

1.2.2 CIWQS Main Menu: Introducing the Modules

The home page (main menu) serves as the centerpiece of the system,
allowing you to access key functions. It is accessed when you initially
login to CIWQS and whenever you select the Main Menu hyperlink at the
top of the page. The Main Menu is designed to be “action oriented” and to
provide easy access to the tasks you will need to perform.

The options visible on the Main Menu reflect the organization of the
database that supports the CIWQS site. The database and, by extension,
the Main Menu, are organized into Modules — or groups of tasks. Each
Module allows you to perform certain functions within the system.

Your access level determines which Modules you have access to. The
Modules you are able to access will be highlighted and underlined —
providing a link into the Module.

You will have access to the following Modules:
¢ Submit/Review a Self Monitoring Report - This Module

allows a discharger or their authorized consultants to submit
a self-monitoring report (eSMR).

¢ View/Change my Personal Information — This Module
allows you to access your system profile and to change your
password.

¢ Administer System (Responsible Executive Officers only) —
This Module allows Responsible Executive Officers to
approve or disapprove the registration of additional Users
tor their Facility.

Chapter 1: User Registration and Login
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| W2 Dischargers that submit a hard copy of their report will not be
granted access to the “Submit a Monitoring Report” module of
CIWOS.

The Main Menu page and the subsequent pages you will encounter within

CIWQS share some common features, which will be discussed in the
tollowing section.

1.2.3 CIWQS Navigation

The CIWQS interface contains several standard features to aid in
navigation.

CIWQS Header

The CIWOS header is present on every page of the CIWOS site (Figure
1.12). Its features aid in site navigation and provide links to the CIWQS
homepage and CIWQS Help.

CIWQS Banner Navigation Menu Site Navigation Links

% Menu | Help | Log out
Waler Buards| CIWQS \ Navigate to: hd

You are logged-in as: test!. Ifthis account does not belong toyou, please log out.

CTWQS Friday, April 22, 2009 /

Date / User ID

Figure 1.12 The CIWQS Header

CIWQS Banner
e Shows the CIWQS logo along with the Water Boards Logo.
e Links Users back to the CIWQS homepage.

Navigate to drop-down menu:

e Allows you to select one of the Modules

e Selecting a Module will automatically take you to the first page of
that Module.
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Site Navigation Links

Date

Menu: will return you to the Main Menu from any page within the
system

Help: will open a help screen in a pop-up window specific to the
page you are located in.

Log out: will log you out of CIWQS and return you to the login
page

Shows the Current Date

User ID

Tells you what User ID was used to log into the system.

CIWQS uses pop-up windows in several of the Modules. A pop-up
link (triggered by selecting a function or a web address hyperlink)
opens a new window in your browser and uses a program called
JavaScript to do so. It is possible that your web browser has
disabled JavaScript. If this is the case, you may have problems
viewing the pop-up windows and their content.

If you have problems viewing pop-ups your browser will show an
error message. If this happens, re-enable JavaScript on your
computer or contact your help desk to find out how to view pop-up
windows on your computer.

1.3 How to Authorize an Additional User

Responsible Executive Officers have the responsibility to review and
approve or disapprove pending registrations for additional CIWQS Users
for their related Facility. When an additional Discharger has registered
tor a User ID and password via the CIWQS registration Module, an email
is sent to all Responsible Executive Officers for the selected Facility with
the following text:
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<Name> has requested an account to submit data on behalf of <facility> on
the California Integrated Water Quality System web-site. Please wvisit
crwgs.swreb.ca.gov/activate  to  review the User’s application and to
activate/refuse actrvation of this account. This account will not be activated
and the User will not be able to submit data on behalf of <facility> until you
have visited the above web site and activated the account.

| =

It is only necessary for one Responsible Executive Officer to
approve a registration for it to be validated.

When you visit the website indicated (by clicking on the hyperlink in the
email text) you will be prompted for your User ID and password to verify
your identity. Once you have successfully logged in, you will be presented
with the Pending Registrations for Other Dischargers page (Figure 1.13).

Main Menu | Online Help | Log out

Mder Buards

Logged in as: Gustavo Lopez Module: | Administer System e

Pending Registrations for Other Discharger:
Name Organization Facility User |0

Feigw

Figure 1.13 The Pending Registrations for Other Dischargers Page

B <~ If you are the responsible person for more than one Facility,

pending registrations for all facilities will be listed on the
Pending Registrations page.

Selecting the “Review” hyperlink will bring you to the User information

page (Figure 1.14)

% Menu | Heln | Log out
Wster Buards| C’WQS Navigate to: ~
You are logged-in as: test! . Ifthis account does not belong toyou, please log out

CIWGQS Friday, April 22, 2005

Authorize Access for Other Discharger if {aff)

MNarme: Additional Discharger

userioly test2

CompanyQrganization Representing: Test One Company

Facility Representing: CULTURED ABALOME, INC.--CULTURED ABALOME AQUACULTURE

Autharize Access

Figure 1.14 The User Information Page
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@ Be sure to carefully consider each registration. Approving a

registration grants a User access to Facility information.
Disapproving a registration prevents a User from accessing
any information.

From this page, you can either approve or disapprove this registration.
Clicking the “Authorize Access” button will approve the registration and
allow access. Clicking the “Refuse Access” button will disapprove the
registration.

[f access is authorized, the User’s account is activated, appropriate security
is provided, and the User is associated with the Facility.

Once the registration has been approved or disapproved, an e-mail is sent
to the User with notification that the account is active or has been denied.
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2

View/Change Information Module

This chapter addresses the following information:

How to change your personal information
How to change your password

How to add an related Facility

How to add related Parties

How to make additional changes

2.1 The View/Change Information Module

The View/Change Information Module serves four functions; it allows

you to:

B R o=

Change address information;

Change your CIWQS password;

Request the addition of a related Facility; and
Request additional changes (such as the addition of a related

Party or changes to your User ID).

Changes made to personal (address and contact) information, and
password information result in immediate updates to information stored in
the system. All other changes — such as the addition of a related Party or
Facility - are made by System Administrators after a request has been

submitted and reviewed.

To access this Module, choose View/Change My Personal Information
Module from the Main Menu page after logging in to CIWQS. You will
be presented with the View/Change Personal Information page (Figure 2.1).
When the page is opened, it will show the information currently stored

within the system.
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Menu| Help | Log out
9.4 CIWQS — 5

iU are logaec-in as: chwes. Tthis account does not belong to you, please log out

View Change Personal Information

User ID: Chws
Change Password
My Name:
Prefix: M v
First Name: Crwass
Middle Name: I:l
Last Name:
Suffix: .
My Address:
Stroot Number: —
S—— —
ooy —
stae:
23 Code —
My Phone Number: |:|
My Fax Number: l:l
My Email Address: aravind.elangodtetrate|
My Related Parties (Organizations and People):
Name Type How Related
Los Angeles Waterboard Organization
Central Coast aterboard Organization
San Francisca Bay Waterboard Organization
My Related Facilities:
Name Address How Related
GEORGIA PACIFIC CORPORATION--GP FORT BRAGG SAW |, | is a data submitter for
Yai's Facility 2123, mytawn, CA 12345 is a data submitter for
VPSS TEST MAR 31 123 TEST,, CA is a data submitter for
Ya's New Place - 4-4 A is a data submitter for
Ciwgs Mew Facility- 4-11 A is a data submitter for
Yai's New Facility - 4-27 1 Mew, New Town, CA11111 | is a data submitter for
Reguest Another Facility
Rieguest Another Change
Save Changes

Figure 2.1 The View/Change Personal Information Page

The changes made in the View/Change Information Module
@ are immediate and permanent. Care should be taken when
entering new personal information.

2.1.1 Changing Your Password

At the top of the page is your User ID. Directly below this is the “Change
Password” button. Clicking this button will bring you to the Change User
Password page (Figure 2.2).

% henu | Help | Log aut
Watter Buards C’WQS Navigate to: hd

You are logged-in as: ciwgs. Ifthis account does not helong to you, please log out.

CIWQS Wednesday, May 11, 2005

Change User Password

Username: ciwgs

Canfirm Mew Password:™ l:l

Figure 2.2 The Change User Password Page
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To change your password, type in a new password in the “New Password”

field and verify your new password by re-typing it into the “Confirm New
Password” field.

Click “Save” to save this information and return to the Fiew/Change
Information page. Click “Cancel” to return to the View/Change Information
page without changing your password.

2.1.2 Changing Your Personal Information

The editable fields on the View/Change Personal Information page contain
your personal information. This includes:

¢ Address Information (Street Number, Street Name, Apt., City,
State, Zip Code)

¢ Phone Number
¢ Fax Number

¢ Email Address

To change the information, simply type in your corrections and click the
“Save Changes” button at the bottom of the screen.

g == The “Save” button only saves information related to your
personal information. New password information is saved via
the Change User Password page.

2.2 Related Facilities and Parties

The View/Change Personal Information page also shows your related
Parties (Organizations and People) and related Facilities.  This
information is contained in the tables at the bottom of the page.

The table entitled “My Related Parties (Organizations and People)” lists
the Name, Type and your relationship with (“How Related”) each
Organization or Person you are related to. The Type field indicates
whether the Party is an Organization or a Person. The How Related tield
indicates your relationship to or with that Party.

The table entitled “My Related Facilities” lists the facilities for which you
are a case manager. This table indicates the Name, Address and your
relationship to each Facility.

Chapter 2 View/Change Information Module 2-3



Part 1 CIWQS Administration

2.2.1 How to Add a Related Facility

To request the addition of an additional Facility, click the “Request
Another Facility” button at the bottom of the screen. You will be taken to

the Request Another Facility Search page (Figure 2.3).

% g Menu | Help | Log out
Water Buards| C’WQS Navigate to: h
Yau are logged-in as: ciwgs. IFthis account does not belong ta yau, please log out.

CIWOS Wednesday, May 11, 2005

Request Another Facility:

I'd like to request access to data for the following facility:|

MMt

Figure 2.3 The Request Another Facility Search Page

Type in the name of the Facility you wish to add and click the “Next”
button. The search field is not case sensitive.

Be sure to check the spelling of the Facility you wish to add. If
you have difficulty finding the appropriate Facility, use a less-
specific keyword search or check with your Water Board to

make sure that the Facility is registered.

If the Facility name you entered matches one or more Facilities registered
in CIWQS, you will be prompted to select the correct Facility on the
Request Related Facility page (Figure 2.4).

If the Facility you wish to add appears in the list, select the radio button
next to the correct Facility and click the “Select” button. Your request
will be sent to the System Administrator.

% Menu | Help | Log out
Wisler Buards| CIWQS Navigate to: hd
You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

CIWOS Wednesday, May 11, 2005

Request Another Facility:

Facilities:

Facility Name Address

O 3m COMPANY--3M PHARMACEUTICALS

[ Mone of the Abowve ]

Figure 2.4 The Request Related Facility Page
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If the Facility you wish to add does not appear in the list, you can click the
“Back” button of your web browser to return to the Request Another Facility
page and type in another Facility name.

It you select “None of the Above” you will be asked to check for the
correct spelling of the Facility and directed back to the main menu (Figure

2.5).
% Menu|Help| Log out
Wisler Buards| C" WQS Navigate to: b

You are logged-in as: testl. If this account does not helong to you, please log out
CIWQS Monday, April 25, 2008

Request Another Facility:
Request Failed!

Flease confirm the registered name and spelling of the facility name with your executive officer. Click here when done.

Figure 2.5 Request Another Facility: Request Failed

2.2.2 Requesting Additional Changes

All other changes to your personal protile such as:

e Requesting the addition of a Related Party;
e Changing your User ID; or

e Changing your relationship to or with a related Facility or
Party

must be made by a System Administrator. You can request a change by
sending an email to your System Administrator. Clicking the “Request
Additional Change” button will launch your default email program and
create a new message addressed to the System Administrator. Be sure to
add an appropriate subject line to your message.

Your email requesting a change will be read and reviewed by a CIWQS

Administrator. Your requested changes will be made or the
Administrator will contact you with additional questions regarding your
email.

The CIWQS Administrator will notity you once changes have been made.

Chapter 2 View/Change Information Module 2-5



CIWQS Dischargers Users Guide

Part 2

The eSMR

3 eSMR Module
4 Uploading Data to CIWQS



3
eSMR Module

This chapter addresses the following information:
e Introduction to eSMR reports
e How to Find and Select a Report
e The Report Builder Tabs
e Submitting an eSMR

3.1 Introduction

CIWQS provides a vehicle for submitting periodic Self-Monitoring
Reports (SMRs), as specified by Regulatory Measures (e.g., Orders).
Security features allow all Dischargers to create and edit SMRs, while
requiring a higher level of access for certification and submission — i.e.,
only to executive officers.

This module can be accessed through the CIWQS Main Menu or by using
the Navigation drop-down menu found at the top of each page.

3.2 Selecting a Self Monitoring Report

Before data can be entered in a given report, you will first need to select
the relevant Facility (if you are authorized to submit data for more than
one facility) and Order. Selecting the Submit/Review a Self-Monitoring
Report (eSMR) Module from the Main Menu will bring you to the Select
Facility page if you are affiliated with multiple facilities or the Select Order
page if you are only affiliated with one facility.

3.2.1 Select Facility Page

For Users who are affiliated with multiple Facilities, the first step in
submitting an eSMR is selecting the Facility (a Place with “Facility” as its
type) for which the report will be submitted. The table on the Select
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Facility page shows a list of all of the Facilities you are associated with
(Figure 3.1). Table 8.1 describes the table columns.

Self Monitoring Report (SMR)

Menu | Help | Log out
Navigate to: o
You are logged-in as: ciwgs. Ifthis account does not belang to you, please log out

Select the facility for which you are submitting this Self Monitoring Report Previous | 1-10 of 345

¥ | Mext10

Facility Facility Physical Address |Responsible Agency Name |Case Worker Name

M COMPANY--3M PHARMACEUTICALS

4201 WILEHIRE, LLC--HARBOR ASSOCIATES

ADAMS PLAZA-ADAMS PLAZA

AES ALAMITOS, LL.C-—-ALAMITOS GEMNERATING STATION

AES REDONDO BEACH, LLC--REDONDO GENERATING STATION

AR PRODUCTS & CHEMICALS, INC --HYDROGEN PLANT & RELATED FAC

AL LARSON BOAT SHOP--AL LARSOM BOAT SHOF

ALAMEDA CO CLEAN WATER PROGRAM--ALAMEDA COUNTY STORMWATER

ALAMEDA COWATER DISTRICT--AQUIFER RECLAMATION WELLS

ALAMEDA CORRIDOR TRAMSP. AUTH-MID-CORRIDOR TREMNCH

Figure 3.1 The Select Facility page

Table 3.1 Fields on the Select Facility page

Facility

Identifies the name of the Facility. Clicking on the name
brings you to the Select Order page for the selected Facility.

Address

Facility Physical

Indicates the physical address of the Facility, if one is
available.

Responsible
Agency Name

If a Facility has an associated Party with the role/relationship
of “agency”, the name of the Agency is displayed here.
Nothing is shown if more than one Party has the
role/relationship of “agency”.

Name

Case Worker

Shows the name of the Water Board Staff member assigned
as the primary contact/case worker for this facility if one has
been designated. Nothing is shown if more than one staff
member is assigned as a case worker.

When you have found the appropriate Facility, click on the Facility name
hyperlink to open the Select Order page for that Facility (Figure 3.2).

Self Monitoring Report (SMR)

hienu | Help | Log out
Navigate to: >~
You are logged-in as: civgs. Ifthis account does not belong to you, please log out.

Select the order that details the requirements for this Self Monitoring Report
@ Show Effective O Show Al

Order Number

Program

Effective Dates

1234

MPDES Sub1 Major

2005-04-18 - 2005-09-18 | Yiew all Requirements for this Order

Figure 3.2 The Select Order Page
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3.2.2 Select Order Page

The table on the Select Order page shows all of the active Orders for the
selected Facility. The radiobuttons above the table allow you to view all
Orders (by selecting the “Show All” radiobutton) or only those Orders
that are effective (by selecting the “Show Effective” radiobutton). Table
3.2 lists the Order table fields and provides a description of each.

Table 3.2 Fields on the Select Order Page

Order Number Indicates the number of the Order. Clicking on
the Order number brings you to the report
selection page.

Program Indicates the regulatory program related to the
Order. If there are multiple associated
programs, they are all shown.

Effective Dates Indicates the dates for which the Order is in
effect (start and end dates).

View All Requirements for Shows Order requirements. See description

this Order below.

View All Requirements Window

The “View All Requirements for this Order” Hyperlink will open a new
window showing a listing, across all reports, of all narrative,
limit/monitoring, and reporting Requirements in the Order (Figure 3.3).
The Requirements table indicates the Monitoring Location, Type and
details of the Requirement and is sorted first by Monitoring Location and
then by Requirement type. Any Requirement that is associated with
multiple Monitoring Locations will be listed multiple times.

Close Window

Facility: PABCO PAPER. PRODUCTS--PAPERBOARD & CARTON MFG,VERNON
Order Number: 1234

Meonitoring Location Twpe Requirement

Marrative | General descr ( Final requirement effective null - nulli[ All vear]

PABCO PAPER PRODUCTS-- Marrative | MonLoc Marrative descr ( Final requirement effective null - null)[ All year]
FAPERBOARD & CARTOMN
MFGVERMOM 11 : MonLoct

FABCO PAPER PRODUCTS-- Mumeric [ Copper, Dissolved={imit value unspecified)* ka/day, Limit Basis: Weekly Average,

FPAPERBOARD & CARTOMN Sampling Frequency: 1 f Manth, Sampling Type: Composite. {final requirement effective

MFGVERNOMN M1 - MonLoc since the heginning of this regulatory measure to the end ofthis regulatory measure) [All
Year] PreCalc test

PABCC PAPER PRODUCTS-- Mumeric | Copper, Dissolved=100.0 kg/day, Limit Basis: Weekly Average, Sampling Frequency: 1/

FAPERBOARD & CARTOMN Manth, Sampling Type: Composite. {final requirement effective since the heginning of this

MFGVERNOMN M1 - MonLoc regulatary measure to the end of this regulatory measure) [All Year]

Figure 3.3 View All Requirements Window
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Click the “Close Window” hyperlink to close the View All Requirements

window.

3.2.3 Select Reports Page

Selecting an Order Number from the table on the Select Order page will
bring you to the Select Reports page (Figure 3.4). This page lists all
Reports assigned to this Order and shows the status for each Report.

You will only have access to Reports that are Past Due or due in the
Future. For In Progress Reports, the following rules apply:

1. If'a Discharger started the In Progress report, the report can be
opened and edited by any authorized User from that Discharger.
A Water Board User cannot open he report until the report is
marked Submitted.

2. It a Water Board User started the In Progress report, only
Water Board Users with access to that Facility can open (and
edit, if authorized) the report until the report is marked
Completed (“Submitted”).

% Menu | Heln | Log out
Wister Buards| C’WQS Navigate to: e

ou are logged-in as: ciwgs. [fthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

Select Report
To review or submit a report, select it from the list below. To change the list of reports, check the status types andior enter start and end dates.

Show reports that meet these criteria
Status
[ subritted - report was already submitted to water hoard
In-Progress - report has been edited but not submitted
Past Due- report deadline has passed and repart has not been submitted
Future - report due date is in the future

Show Report Due Between: [04710/2005 | 8 and [05/1 0/2006

Refresh List || Show Calendar Year |
Search results: Previous | 1-4 0f 4 % plext
Due Date Report Name Reporting Period Status  |Date Submitted [Archived Reports |Submission Withdrawal

071 52005 | Monthly repart for May 2005 05/01/2004 - 05731720058 | In-Progress
08/14/2005 | Monthly repart for June 2005 | 06/01/2005 - 06/3002005 | Future
091142005 | Monthly report for July 2005 07)01/2005 - O7431/2005 | Future
10/15/2005 | Monthly repart for August 2005 | 08/01/2005 - 08/3142005 | Future

Figure 3.4 Select Reports Page

The Reports available for the selected Order can be filtered using the
fields at the top of the page. Reports can be filtered based on their status
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(Submitted, In Progress, Past Due, or Future) or by their due dates.
Report status types are described in Table 3.3.

Table 3.3 Report status and accessibility

Past Due

The due date is prior to today

Future

The due date is today or later

In Progress

The report has been started, but not submitted
(report status defaults to “In Progress” when it is first
opened)

Submitted

The report has been submitted and has been locked
against further updates

Click the “Refresh List” to refresh the table to view only those Reports
that match the search criteria. Click the “Show Calendar Year” button to
show only those Reports with due dates within the calendar year.

Table 3.4 lists the fields shown in the Reports table and provides a
description of each. Reports are first sorted by status (In Progress, Past
Due, Due, Submitted) and then chronologically by due date.

Table 3.4 Reports Table Fields and Descriptions

Due Date

Shows the due date for the report in
MM/DD/YYYY format. Clicking on this link
will open the Report Builder for the selected
Report. Submitted Reports will be opened in
read-only mode.

Report Name

Displays the name of the Report using the format:
report type + reporting frequency (if repeating) +
specific month or date (e.g., “monthly monitoring
tor January, 2004” or “Compliance Report for
March 15, 2005”).

Reporting Period

Shows the reporting period for the Report in
MM/DD/YYYY-MM/DD/YYYY format.

Status

Displays the status for the Report.

Date Submitted

For Submitted Reports, the Submitted date is
displayed.

Click the “Download Report” hyperlink in the Archived Reports field to
open a window containing a PDF version of the Report. This feature is
only available for Submitted Reports.

Chapter 3 eSMR Module
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If you wish to withdraw a Report that has already been submitted, contact
your Regional Water Board Case Manager.

When a Report is withdrawn, all data, such as violations (potential and
confirmed), enforcement actions, penalties, etc. will remain in the system.
These items must be manually rescinded.

B~ If you wish to save a copy of the report prior to withdrawal,
the PDF version should be printed or saved to another
location.

Click the hyperlink in the Due Date tield to open the Report in the Report
Builder for editing and submission. You will be prompted to verify that
you wish to begin editing the selected Report. Click “OR” to begin editing
the report and enter the Report Builder. Click “Cancel” to return to the
Select Reports page.

B~ Once you start editing a Report, its status is changed to “In
Progress”.

3.3 Report Builder

The Report Builder page allows you to enter data for and submit Self
Monitoring Reports. This page can be accessed by selecting a Report
trom the Select Reports page. The Report Builder is a multi-tabbed page.
Each tab captures a related set of information about a Report.

There are nine tabs on the Report Builder page:

¢ View Report Requirements Tab — Displays a Report showing all
requirements for the selected Report (both narrative and numeric).
This is the default tab when the report is first opened.

¢ No Discharge Tab — Allows the input of one or more Monitoring
Locations that had no discharge during the reporting period and
therefore require no results.

¢ Narrative Tab — Allows entry of results for requirements defined as
“Narrative” in the Order/Permit.

¢ Pre-Calculated Tab — Allows for the entry of results for
requirements defined as “Pre-Calculated” in the Order/Permit.

¢ EDF/CDF Tab - Allows for the uploading of raw data in electronic
format.

¢ Raw Data Tab — Allows for the manual entry of raw data.
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¢ Attachments Tab — Allows for the attachment of any file (e.g.,
digital photo, supporting word processing, PDF, diagram, etc.) to a
submission.

¢ Error Check Tab - Runs several routines to determine potential
compliance issues and other submission errors.

¢ Cover Letter Tab — Allows the submitter to create a cover letter for
this submission.

3.3.1 View Report Requirements Tab

The View Report Requirements tab is the first page you will see when you
open the Report Builder for a particular Report. This tab shows a
complete list of both narrative and numeric Requirements for a Report

(Figure 3.5).

*You are logged-in as: ciwgs. Ifthis account does not helang to you, please log out

Self Monitoring Report (SMR)

“Wiew Reguirements ‘.ND Discharge ‘| Marrative ‘[Fre'ca\culated ‘\'EDF ‘\' Raw Data i| Data Summary“ File Attachments ‘| Errar Check ‘\' Cover Letter |

Monitoring Location Type Requirement

Marrative | General descr { Final requirement effective null - nullf All year |

PABCO PAPER PRODUCTS--PAPERBOARD & Marrative | MonLoc Marrative descr { Final reguirernent effective null - nullh[ All year]
CARTOM MFG YERMON f1 - MonLoc1

PABCO PAPER PRODUCTS--PAPERBOARD & Mumeric | Copper, Dissolved=(limit value unspecified)* kgiday, Limit Basis: Weekly Average, Sampling Freguency: 1 / Manth, Sampling Type
CARTOMN MFGYERNOM /M1 MonLoct Composite. {final requirement effective gince the beginning of this regulatory measure to the end of this regulatory measure) [All Year]
FreCalc test

PABCO PAPER PRODUCTS-PAPERBOARD & Mumeric | Copper, Dissolved=100.0 kgiday, Limit Basis: Weekly Average, Sampling Frequency: 1/ Month, Sampling Type: Compaosite. (final requirement
CARTON MFGVERMONM f M1 : MonLoct efiective since the beginning of this reaulatory measure to the end of this regulatary measure) [All Year]

Figure 3.5 View Report Requirements Tab

The Requirements displayed have been entered via the Create/Maintain
Regulatory Measures Module. They are brought up automatically for use in
the eSMR Module. Information for the displayed Requirements will be
added and modified in the remaining tabs.

See Chapter 5 for more information on Regulatory Measures.

Requirements are sorted first by Monitoring Location and then by
Requirement type.

3.3.2 No Discharge Tab

The No Discharge tab allows you to note that certain locations had no
discharge during the reporting period and, therefore, compliance with
items in the Order may not be required (Figure 3.6).
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-4 CIWQS S |

Navigate to: v
You are logged-in as: ciwes. Ifthis account does notbelong to vou, please log out.

Self Monitoring Report (SMR)

|V|ew Requirernents | No Discharge \'Narratlve i| Pre-Calculated i| EDF i| Raw Data i\' Data Summary ‘\' File Attachments ‘\'Ermr Check ‘\ Cover Letter |

No Discharge Point Discharge Point Comments
Discharge? Name Description
O PABCO PAPER PRODUCTS--PAPERBOARD & CARTON PABCO PAPER PRODUCTS--PAPERBOARD & CARTOM
MFGVERMON MFGVERMOMN

For each discharge point with no discharge during this period, click the checkbox. ‘

Figure 3.6 No Discharge Tab

The table shown lists the name and description of all Discharge Points
associated with the Report (assigned via the Regulatory Measures Module).

Checking the box in the No Discharge? field indicates that there was no
discharge for the indicated Discharge Point for the entire period.
Optionally, comments can be added in the Comments tield to explain the
selection.

If all Discharge Points associated with a Monitoring Location are marked
as “No Discharge” in a report, this means that the requirements associated
with that Monitoring Location might not be applicable.

B~ If a Monitoring Location has multiple associated Discharge

Points and at least one of those Discharge Points had
discharge for the reporting period, the requirements for that
Monitoring Location are still applicable.

A partial reporting period with no discharge (called a “partial-period
no discharge”) is not indicated on this form. In cases where there
was no discharge for a partial reporting period, results data must
still be provided on the Narrative, Pre-Calculated, and Raw/EDF
tabs (as described in the sections below).

Additional information should be attached to the eSMR (via the
Attachments tab) to indicate a partial-period no discharge.

Click the “Select All” button to mark all associated Discharge Points as
“No Discharge”. Click the “Clear All” button to de-select all of the
Discharge Points.

Click the “Save” button to update the record with the indicated “No
Discharge” Points.

Chapter 3 eSMR Module
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D

When you have entered or updated new information in the No
Discharge Tab be sure to click the “Save” button at the top of
the tab. Your data will be lost if you do not save the new
information.

3.3.3 Narrative Requirements Tab

This tab allows you to respond to any Requirement that was defined as a
Narrative Requirement (Figure 3.7). Narrative Requirements are typically
for the entire Facility or general Requirements pertaining to the
Order/Report, although some requirements may be defined for specific
Monitoring Locations.

To begin entering information for the Narrative Requirements, you must
first select a Monitoring Location from the dropdown menu at the top of
the Tab (sorted alphabetically by identifier). This will retrieve the table to
show only those narrative Requirements associated with the selected
Monitoring Location. Alternatively, select “General” from the list to view
all Requirements not associated with a specific Monitoring Location.

B =~ For maximum flexibility, even those Monitoring Locations

indicated, as “No Discharge” will appear.

% Menu | Help | Log out
Wailer Buards, CIWQS Navigate to: e

You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

[ view Requirements | No Discharge | Marrative [ Pre-Calculated || EDF | Raw Data | Data Summary | File Attachments || Error Check | Cover Letter |

Answer each of the questions below for each monitoring location. Please provide ac to explain your
Save || Refresh | wmonitoring Lacation: | General |+

Requirement |In compliance? Comments

General descr || o ‘mycomments

Figure 3.7 Narrative Requirements Tab

For each Requirement listed, select the appropriate value from the Iz
Compliance? dropdown menu. There are three possible responses:

¢ Yes — Requirement was met
¢ No — Requirement was not met

¢ N/A - compliance was not required during this monthly reporting
period (e.g., the Requirement states “When total monthly rainfall
exceeds 15 inches...” and there has not been at least 15 inches of
rainfall during this month).

Chapter 3 eSMR Module
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=~ Each row must have a value selected in the In Compliance?
field in order to pass the error checks.

The Comments field is a free entry text field. This field is required for any
Requirement with a “No” value in the In Compliance? field and optional if
either of the other values is selected.

There are three basic types of Requirements:

+ Narrative;
¢ Numeric/limits (including monitoring); and
+ Reporting.

Narrative Requirements are text-based. They do not contain
individual fields for various components and therefore cannot be
automatically evaluated for compliance by the system. Most
Narrative Requirements are created for the entire Regulatory
Measure or Facility. In some cases, however, a Narrative
Requirement may be written for a specific Monitoring Location.

Limit and Monitoring Requirements are closely related and so can
be entered on a single form. These Requirements require the
creation of Numeric Requirements, which define various limits.
Limit/Monitoring Requirements are typically placed on a specific
Monitoring Location.

Reporting Requirements are used by the system to determine what
reports are due.

When you have finished entering data for the Narrative Requirements
associated with the selected Monitoring Location (or “General”
Requirements), click the “Save” button. You may then make another
selection from the Monitoring Location dropdown menu to enter values for
the Requirements associated with the other Monitoring Locations.

@ When you have entered or updated new information in the

Narrative Tab be sure to click the “Save” button at the top of

the tab. Your data will be lost if you do not save the new
information.
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3.3.4 Pre-Calculated Requirements Tab

The Pre-Calculated Requirements tab allows you to report data for
Numeric Requirements that were marked as “Pre-Calculated” when they
were created. This indicates that raw data (either manually entered or
uploaded via EDF) cannot be used to determine compliance. This tab
allows for the input of requirements that require you to enter summary-
level data (Figure 3.8)

& # Menu | Help | Log out
aster Buarls| C‘WQS Navigate to: b

You are logged-in as: ciwgs. Ifthis account does not belong to vou, please log out,

Self Monitoring Report (SMR)

|V\ew Reguirements |‘ Mo Discharge ‘| MNarrative | Pre-Calculated "EDF “' Raw Dalai Data Summarvi File Attachments | Errar Check " CDVEILETIE!"
Enter calculated values for each of the line items listed under each monitoring location.

Manitaring Location: | M1 &

Parameter |Bound Limit Units Result Units Comments Requirement Text

Coppet, = ‘ kafday |[<10 kofday|[ Precalc test 1 Copper, Dissolved={limitvalue unspecified)* ka/day, Limit Basis: Weekly Average,

Dissolved Sampling Fregquency: 1§ Month, Sampling Tvpe: Composite. final requirement effective
since the beginning of this requlatory measure to the end of this requlatory measure) [All
Year] PreCalc test

Figure 3.8 Pre-Calculated Requirements Tab

To begin entering information for the Pre-Calculated Requirements, you
must first select a Monitoring Location from the dropdown menu at the
top of the Tab (sorted alphabetically by identifier). Selecting a
Monitoring Location will retrieve the table to show only those Pre-
Calculated Requirements associated with the selected Monitoring
Location. By default, the first Monitoring Location is shown.

Table 3.5 lists the fields shown in the Pre-Calculated Requirements table
and gives a description of each.

Table 3.5 Fields in the Pre-Calculated Requirements Table

Displays the Requirement’s parameter, as defined in the
Parameter . .

Order (e.g., “Arsenic”).

Indicates if this is an upper (<, <=) or lower (>, =>) bound
Bound .

Requirement.

Enter the calculated numeric limit. Where the system can
Limit extract a specific numeric limit from the Requirement, it

will be displayed here and the field will be Read-Only.
Units Indicates the units for the limit and results.

Enter the actual Pre-Calculated Result. The result must
Result . . ..

be in the same units as the limit.

Enter text related to the Requirement. A comment is
Comments required for any Requirement where the limit/bound and

result indicate possible non-compliance.
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B =~ Because this is a Monitoring Location-specific data entry page,
a list of all Pre-Calculated Requirements across all monitoring
Locations will not be shown here. These can be viewed on the
View Requirements Tab.

When you have finished entering data for the Requirements for the
selected Monitoring Location, click the “Save” button. You may then
make another selection from the Monitoring Location dropdown menu to

enter values for the Requirements associated with the other Monitoring
Locations.

Clicking the “Refresh” button will update the table if you select a new
Monitoring Location from the dropdown menu.

@ When you have entered or updated new information in the
Pre-Calculated Tab be sure to click the “Save” button at the

top of the tab. Your data will be lost if you do not save the
new information.

3.3.5 EDF/CDF Tab

The EDF/CDF tab allows you to upload raw data to CIWQS in
Electronic Deliverable Format (EDF) or in CIWQS Data Format (CDF)
(Figure 38.9). Hyperlinks on the page will direct you to web sites with
additional information about the format and to tools that will aid in the
transfer of data to CIWOQS (through the SWRCB). This release of
CIWQS will support EDF version 1.2i (July 2002).

B~ CDF files will be converted to EDF files before they are
uploaded to CIWQS.

% Menu | Help | Log out
Witer Buards| CJWQS Navigate to: e

You are logged-in as: ciwgs. IFthis account does not belong toyou, please log out.

Self Monitoring Report (SMR)

[ view Requirements | No Discharge || Marrative | Pre-Galculated | EOF | Raw Data | Data Summary | File Attachments || Error Gheck | Cover Letter |

Click Browse, select an EDF file and click "Upload File'.

Mote: the upload process may take a few mimnes depending on the speed of your
internet connection and the size of the EDF file. Do not attempt to click the "Refresh”
or "Submit” buttons during the upload process.

File '
Browse... | Upload File

The EDF file must conform to the following gquidelines
In order to create EDF files, you may wish to use the following software.

|File Name (Type) |Date.-Time Uploaded |Status| ‘

Figure 3.9 The EDF/CDF Tab
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See Chapter 4 for a closer look at the Electronic Deliverable
Format and how data can be uploaded to CIWQS

To upload a file, type a file location into the File field or click the “Browse”
button to view the Choose File window (Figure 8.10). Navigate to the file
you wish to upload and click the “Open” button to bring it to the
EDF/CDF tab. The file location of the selected file will be shown in the
File tield.

Choose file @@

Look in: | I ADL Software j IC:F -

|[Jcoelklza_manual

by |[CIEDF_Data_Dickionary
My Recent |CZJLAE_EDF_FormatSpecs
Documents %cnelt

@ I} coeltl2a_manual
[1EDF_Data_Dictionary

Desktop [ELAB_EDF_FormatSpecs

E

\\.'

iy Documents

£X
1
A

|
tdy Computer

J
kA Mebwark, File name: | j Open
Places:
Files of type: |8l Filess 7] ~| Cancel

[

Figure 3.10 The Choose File Window

Click the “Upload File” button to upload the selected document to the
EDF/CDF Tab.

Uploaded documents are displayed in the table. Here, the File Name,
Date/Time Uploaded and Status of the EDF files are displayed. The table
is sorted by file name.

Uploaded EDF files should be named in a manner which makes it clear
what the file contains (e.g. Facility name and report date, lab name) and
should end in “.zip”. If multiple EDF files are uploaded, each must contain
a unique name. EDF files uploaded to CIWQS should not be password
encrypted.

'IECh The Document Status field will display “ORK” if the file passes
the CIWQS virus scanner. It will display “Unavailable” if the
virus scanner detects that it may contain a virus.
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An EDF file can be removed from the table by clicking the “Delete”
hyperlink at the end of the row (only before the Report is Submitted).

Clicking on the file name will download the entire associated EDF file via
your browser’s standard file download capabilities.

3.3.6 Raw Data Tab

As an alternative to uploading data in EDF format, you can manually
enter raw data via the Raw Data tab (Figure 3.11).

Self Menitering Report [SMR)

SO R T () T [ T T T T

o (W1
M S amping
Fremiency

Unas | Anaptical | Method Detection Mom Dituct?
Wethiad Limat

=] o

Aol

afrash J
i e e I [
) .
™ ]| o] e < ]

and p
£

Figure 3.11 The Raw Data Tab

Create a Sampling Event

All raw data entries must be associated with a sampling event.
Established sampling events will be listed in the dropdown menu at the
top of the tab. To create a new sampling event, enter date and time
information into the available fields and click the “Create New Time with
->" button. For example, to enter the Date/Time “05/17/2005 at
4:32:00” enter:

¢ “2005” in the YYYY field (for the year);

¢ “05” in the MM field (for the month);

¢ “17”in the DD field (for the day);

¢ “04” in the HH field (for the hour);

¢ “32” in the MM field (for the minutes); and
¢ “00” in the SS field (for the seconds).

Once you have selected/created a Date/Time, select a Monitoring
Location from the Monitoring Location dropdown menu. Click the
“Refresh” button to update the table with the Parameters associated with
the selected Monitoring Location and sampling event. You can now enter
raw data for that Location.
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The table shown for any Monitoring Location will be auto-populated with
the set of Parameters applicable for the given reporting period. Not all
Parameters for an Order will be reported for every sampling period.

Table 3.6 lists the fields in the Parameter table and gives a description of
each.

Table 3.6 Parameter Table Fields

Parameter A Parameter row is automatically created for each
Parameter that is specified in the Order for the
selected Monitoring Location that could be sampled
during the entered date/time sampling event.
Minimum Sampling | This field retrieves the required (by the Order)

Frequency monitoring sampling frequency for the selected
Monitoring Location and Parameter.

Sample Type Shows the required (by the Regulatory Measure)
sample type for the selected Monitoring Location and
Parameter.

Sample Medium Displays the required sample medium, as specified in

the Requirement in the Regulatory Measure for the
selected Monitoring Location and Parameter.

Result Enter the measured result. If the sample
measurement was below the detection limit, do not
enter a value.

Units Retrieves the required (by the Order) units for the
selected Monitoring Location and Parameter. If the
sampling was not performed in these units, you must
manually convert before entering the data.

Analytical Method | Select the Analytical Method used from the dropdown

menu.
Method Detection Enter the method detection limit in the units specified
Limit (Optional) for the Parameter. This field is required if “Not
Detected” is selected from the Non-Detect? field.
Non-Detect? If the sample was below the method detection limit,

no result is entered and “Not Detected” is selected
from the dropdown menu. The default value is

“Quantified”.
Minimum Level Enter the minimum level in the units specified for the
(Optional) Parameter.
Sample Analysis Enter the date the sample was analyzed in the format
Date (Optional) MM/DD/YYYY.
Sample Analysis Enter the time the sample was analyzed in the format
Time (Optional) HH:MM:SS.

Scenario (Optional) | Enter in the appropriate Scenario information.
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|

D

It is your responsibility to ensure that the units used to report
the sample are the same as the units specified in the Order.
Failure to do so may result in errors (potential non-compliance
events) being flagged in the system.

Parameter scenarios are described when the associated Order is
created (via the Regulatory Measures Module). A scenario
describes conditions for which a Parameter measurement will be in
compliance. For example, a Requirement to monitor Lead may
include the scenario, “when dilution is less than xxx”. If the actual
measurement is greater than the stated value in the scenario, the
data will be marked as non-compliant.

The scenario text input via the Raw Data Tab must exactly
match the scenario text entered for the Order.

Click the “delete” hyperlink to delete the Parameter row from the table.
Deleting the row from the table does not remove it from the Order record.
It simply indicates that no sample was taken for that Parameter during
this reporting period.

Click the “duplicate” hyperlink to create a new row that contains the same
Parameter, sampling frequency, sample type, sample medium, and units.
This allows duplicate Parameters to be entered.

When you have finished entering data for the selected Monitoring
Location, click the “Save” button. You may then make another selection
trom the Sampling Time and Monitoring Location dropdown menus (or
create a new Sampling Time) to enter data for the Parameters associated
with the other Monitoring Locations.

When you have entered or updated new information in the
Raw Data Tab be sure to click the “Save” button at the top of
the tab. Your data will be lost if you do not save the new
information.

3.3.7 Sample Data Summary Tab

The Sample Data Summary tab allows you to review all uploaded and
manually entered data in one read-only screen (Figure 3.12).
entry is possible on this page.

No data
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% ’ Menu| Heln | Lo out
4 C/WQS Naviyate to: B

You are logged-in as: ciwgs. Ifthis account dogs not belong o you, please log out.

Self Monitoring Report (SMR)

[view Requirements |(Na Distharge |[Marrative |(Pre-Calculated | EDF | Raw Dala | Data Summary File Atlachments |[Error Check | Caver Letter |

This page contains a summary of all the sample data that you have both manually andior through file upload(s).
Monitoring | Parameter | Minimum Sample Sample Medium  |Resuit| Units | Analytical | Method Non- |Minimum | Sample | Sample | Sample | Sample | Data
Location Sampling Type Method | Detection |Detect? | Level Date Time | Analysis | Analysis | Source
Frequency Limit Date Time
MonLoct Copper, 17 Month Composite | and possible examples |10 koiday | Method! |12 koiday |- 05/03/2005 | 00:00:00 Manual
Dissolved from SWIM 1
w_sample_type
MonLoct Copper, 1/ Month Compogite | and possible examples | 11 koiday | Method1 14 kpiday |- 12 kpiday [ 05032005 |00:00:00 Manual
Dissolved from SWIM 1
w_sample_type
MonLoct Copper, 1 Month Composite | and possible exarmples koiday - 05/13/2005 | 00:00:00 Manual
Dissolved from SWiIM 1
H_sample_type:
MonLoct Copper, 1 Month Composite | and possible exarmples koiday - 05/13/2005 | 00:00:00 Manual

Dissolved from SWiIM 1
H_sample_type:

Figure 3.12 The Sample Data Summary Tab

The table shows all data that has been reported for this eSMR. There are
two key differences in the way data is displayed on this page (as opposed

to how it is displayed on the Narrative, Pre-Calculated and Raw Data
tabs):

1. The Non Detect? Field shows “-“ for “no” and “ND” for “yes”.

2. The Data Source tield shows “manual” if the Raw Data tab was
used for entry. If the data came from an EDF/CDF, this field
shows the name of the uploaded file.

3.3.8 File Attachments Tab

The Attachments tab allows you to attach a file (e.g. word processing,
graphics or photo, spreadsheet) to the sSMR (Figure 3.13). This tab can
be used to add supporting information to the submission.

B == EDF and CDF files should be uploaded via the EDF/CDF tab,
not through the attachments tab.

% hienu | Help | Log ouf
Wister Buarls| C’WQS Navigate to: 4

You are logged-in as: chwgs. Ifthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

|View Reguirements i| Mo Discharge i| Marrative i| Pre-Calculated i| EDF ‘| Raw Data i| Data Summary | File Attachments \ Error Check i| Cover Letter |

To add a supplemental document to this report, select the file and click Upload.

Note: the upload precess may take a few minutes depending on the speed of your
internet connection and the size of the file. Do not attempt to click the "Refresh™
or "Submit” hittons during the upload process.

File *

Browse..| Upload File

File Name | Date/Time Uploaded (Status

ciwgs. ear | D4/20/2005- 14:57:05 | OK delete

Figure 3.13 The Attachments Tab
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To add a file to the record, type a file location into the File field or click
the “Browse” button to view the Choose File window (as in Figure 3.10).
Navigate to the field you wish to upload and click the “Open” button to
add it to the Attachments Tab. The file location of the selected file will be
shown in the File field. Click the “Upload File” button to upload the
selected file.

The File Name, Date/Time Uploaded and Status are shown for each
uploaded file in the table. The table is sorted by file name.

B~ A particular file name can be used only once per report.

An attachment can be removed by clicking the Delete from Submission
link at the end of each row. Clicking on the file name will download the
associated file via your browser’s standard download capabilities.

B  This table can be viewed for any eSMR until it has been
marked as Submitted.

3.3.9 Error Check Tab

The Error Check tab provides a way to check data before it is submitted
tor review. The Error Check tab serves four related functions:

1. Reviewing the data on the Narrative, Pre-Calculated, EDF and
Raw Data tabs to ensure that required data is not missing and
that certain mistakes were not made;

2. Flagging narrative and pre-calculated requirements that may
not be in compliance;

3. Running computations on raw data (entered or uploaded as
EDF files) to check compliance; and

4. Producing a report for review.

Further information about the details of an Error check can be
EIF found in Appendix A.

Data that does not pass the Error Check is flagged as a non-compliance
event and is displayed in the table on the Error Check tab (Figure 3.14).
Non-compliance events are classified as Narrative, Numeric or Reporting.

The Error Check must be run before an eSMR can be submitted. When
the Error Check tab is first viewed, no errors will be reported in the table.
To run the Error Check, click the “Check Report for Errors” button. This
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will initiate the check and populate the Error Report table with any errors

encountered.

Self Monitoring Report (SMR)

Navigate to:
You are logged-in as: ciwgs. Ifthis account does not belang to you, please log out

Menu| Help | Lg out
v

[ view Requirements | No Discharge | Narrative | Pre-Calculated | EDF | Raw Data | Data Summary | File Attachments || Eor Check | Caver Letter |

Although the results of this error check, including your comments
will be made available to your local and state Water Board,

If you have made changes to the report since your last error check,

Disclaimer Text: This error check locates common submission errors.

no violations will be cited until the Water Board has reviewed your submission.
Below are the results of your last error check for this report. Last run date: 04:28/2005 11:24:14.

you will need to nn the error check hefore sumitting your report to the Water Boards.

Check Report For Errors
Type Monitoring Parameter Requirement Results Comment on action(s) taken or planned to remedy this instance of non-
Location compliance,

Caleulation (MumericiMon- MonLoct Copper, =100.0 8880
FrecCalc) Dissolved koiday
Narrative "General General Mo 1y corments

descr
Reporting (Mumeric/PreCalc) MonLoct Copper, Reporton. Did notreportarreportis

Dissolved incornplete.

Figure 3.14 The Error Check Tab

B == Running the Error Check will delete any comments entered in

previous checks.

Table 3.7 lists the fields in the Error Report table and gives a description

of each.

Table 3.7 Fields of the

Error Report Table

Type

Displays the type of error encountered (narrative,
numeric or reporting).

Monitoring Location

Shows the Monitoring Location ID where the
error occurred

Parameter

Indicates the Parameter (if any) of the
Requirement.

Requirement

Shows the text of the Requirement or a
description of the expected results.

Results

Displays the results that caused the error. For
narrative requirements, this is the text
(comments) entered by the User. For (pre-
calculated) limit requirements, this is the value
entered by the User. For (system calculated based
on raw data) limit requirements, this is the
calculated value. For other requirements, this is
the applicable value or text.

Comments

Enter information about the error, including
reasons, how the error is being remedied, etc.

Chapter 3 eSMR Module
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@ When you have entered or updated new information in the

Error Check Tab be sure to click the “Save” button at the top

of the tab. Your data will be lost if you do not save the new
information.

3.3.10 Cover Letter Tab

The Cover Letter tab performs two functions: it allows you to add a cover
letter to the eSMR submission and provides a gateway to the Certity and
Submit page where you will formally submit the eSMR, and all of its
related data, for review (Figure 3.15).

% g Menu|Help | Log out
Waiter Buard,| C’WQS Navigate to: b

You are logged-in as: ciwgs. Ifthis account does not belong tayou, please log out.

Self Monitoring Report (SMR)

| isw Requirements | Mo Discharge || Narrative || Pre-Calculated | EDF || Raw Data | Data Summary || Fila Attachments | Error Check | Caver Letter

Please describe your submission, including all violated requirements.
You may type this text below or uplead a word processing document (using template) by
clicking the Browse button.

[ Save H Cerlify & Submit

| Browse...

The following template may he
used to complete your cover letter.
Click here to download.

Figure 3.15 The Cover Letter Tab

The Cover Letter

The cover letter is a vehicle for providing additional or supplementary
information regarding the eSMR submission. Text can be input directly
into the text box shown on the first page of the Cover Letter Tab or it can
be uploaded as a text file.

You will also have the option of downloading a template cover letter. The
link to the template is provided at the top of the tab as a hyperlink.
Clicking on this hyperlink will initiate the download of the document to
your computer.
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D

To upload a document, type the file name and location into the field next
to the large text field or click the “Browse” button to locate the file on
your computer.

When you have entered or updated new information on this
first page of the Cover Letter Tab be sure to click the “Save”
button at the top of the tab. Your data will be lost if you do
not save the new information.

Certify and Submit

The Certify and Submit feature of the Cover Letter Tab allows you to
submit the eSMR to the appropriate Water Board for review. This page
functions as an electronic signature for submission of eSMRs.

K= Only authorized staff can submit an eSMR for a facility. Non-

authorized users will not be granted access to this page.

To submit the eéSMR, click the “Certity & Submit” button, located next to
the “Save” button at the top of the Cover Letter tab.

Before you attempt to submit an eSMR, the following conditions must be
met:

1. The Error Check must have been run at least once;

2. No data has changed since the last time the Error Check was
run; and

3. The date the Error Check was last run is the same as today’s
date.

If any of these conditions is not met, you will receive the error message:
“You must check/re-check for errors before certifying and submitting”
and access to the Certify and Submit page will be refused.

If you have met all of the conditions, you will be granted access to the
Certify and Submit page (Figure 3.16).

You will be asked to enter you full legal name (the same one used for
registration purposes), title, and the location from which the form is being
submitted (“Executed at” field). The “Executed On” date will be pre-
populated by the date and time when the user entered the form. The
Certify and Submit button will not be enabled until all four fields are filled
out.
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Report Builder - Certification

All analysos wire conductod at a laboratory conified by the State
Water Resowrces Control Boand or approved by the execufive offices
amd In accsrdance with curreni EPA guideling procedures e as
spiciliod in the monitoding pisgiam. | conify inder ponalry «
hat all data submitted, including afachments, were prep
my direciien in accordance with a sysiem designed in ass
aualified peisonivel piopedly gathed and svaluate the info

submitted. Based on nry imquiry of the persom o pessans who manage
e system, of those permons diecily responsibls for gatheibng the
indoimation. the information sibmited is, 16 the kst of my
Inewdedge and beliel, e, accurate, amd complede. | am aware that
wheie aie shgniflcaim penaliles fer sl g lalss Information,
inclinding the possibility of a e o1 imprisonment, foi kivowing
wiolations. | cenfify that | am < full mame = and am amhorized fe
sidhmmi this repat ain bahall of < facilitg manmees =, | sdestand that |
am submiting a < tepor name = and | understand that data
sulbmibtted in ihis report can by used by autherdzed agencles for waber
Aalivg imaiage et ielated analyses and eafercensent aclams, 1§
vequited. Enty of my namae and litle below indicate my cenification
af this vepert and my undeistamding of ihe above comlitions.

Corifier Infosmation

Flarne I—

Tille [

IE:erJ:a: On |7

Execuled AL [
Cartify and Subwi

Figure3.16 The Certify and Submit Page

When you have entered data in all four fields, click the “Certity and
Submit” button to submit the eSMR. If your submission is successful, you
will receive a certification message with a receipt number for the
submission (Figure 3.17).

% Menu| Help | Log out
Water Buards| C‘WQS Navigate to: b

“ou are logged-in as: ciwgs. Ifthis account does notbelong o you, please log out

Self Monitoring Report (SMR)

Certification
Systern Error: Sending failed; nested exception is: javax mail SendFailedException: Invalid Addresses; nested exception is: javax mail SendFailedException: 550 5.7.1 Unahle to relay for
aravind elango@ietratech-ffx.com | nested exception is: javax.mail.SendF ailedException: 550 5.7.1 Unable to relay for daniel. sporea@ietratech-fix.com

Thank you. You have submitted your report. Your submission receipt number is: 20050510-175408-14122.

Figure 3.17 Certification Message

3.3.11 Important Information Regarding Data
Submission

Once a report is certified and submitted, the system locks the data in the
report, generates a PDF version, and makes the data available in read-only
mode to both the Discharger and authorized Water Board staff. An e-mail
receipt is sent to the submitting Discharger and Water Board case
manager with the following text:

This e-mail is to confirm receipt of your <report name, including due date>, in
accordance with the requirements of Order <Order Number>. This report was
submatted for <facility name> on <date/time> by <name of user certifying>.

If you need to contact your local Water Board, your case manager is <case manager’s
name> (<phone number>).
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4
Uploading Data to CIWQS

This chapter addresses the following information:
e Data formats
e How to Register

e How to approve/disapprove pending registrations

4.1 Introduction

Self-Monitoring Report data can be uploaded to CIWQS using the
Electronic Deliverable Format (EDF). EDF is a data standard for
transferring electronic data files between data producers (e.g. labs and
tacilities) and data users (Water Boards).

This release of CIWQS will support EDF version 1.2i (July 2002).
Additional information about the EDF can be found in “The Electronic
Deliverable Format (EDF) version 1.21 Format Specifications” document
prepared by ArsenaultLegg, Inc. (available here).

CIWQS supports both EDF formats:

¢ The relational format (six files: sample, quality control, test,
results, narrative, and control limits); and

¢ The flat file format (two files: control limits and flat file).

4.2 Uploading Data to CIWQS

This release of CIWQS will focus on importing only those fields necessary
to match the data required by the raw data screen. Additional data will
not be imported into database fields. Note, however, that the original
EDF file will be stored as a binary large object in the database; therefore,
all data in the submission can be viewed. As the original EDF file will be
stored, as the CIWQS database expands to include additional fields, these
EDF files may be re-imported.
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4.2.1 File Preparation

Prior to submission, the following tools may be used to prepare and
validate an EDF submission:

¢ COELT (U.S. Army Corps of Engineers Loading Tools): A
software tool designed for data entry, data export, data verification,
and data reporting. Analytical laboratories use this tool to generate
EDF deliverables.

¢ EDCC (Electronic Deliverable Consistency Checker): A software
tool designed to verify lab EDF deliverables for compliance to the
EDF format.

Links to these tools can be found on the California SWRCB website.

Although CIWQS performs a specific set of verifications, it
& does not perform all of the checks found in EDCC. The use of
this program by submitters is highly recommended!

4.2.2 File Considerations

EDF files must be compressed in ZIP format. Tools such as PDZip,
WinZip, and Windows XP’s compressed folders all use the zip format. By
compressing the various files into a single ZIP file, this ensures that the
different files that comprise a submission do not become separated.

The ZIP file should contain:

¢ EDCC.TXT: An EDCC error report in test format. This file is
not used by CIWQS, but will be stored for possible review.
Relational or Flat File,

¢ EDFNAR.TXT: Any narrative text. Relational only;

¢ EDFSAMP.TXT: Sample data. Relational only;

¢ EDFTEST.TXT: Test data. Relational only,

¢ EDFRES.TXT: Results data. Relational only,

¢ EDFQC.TXT: Quality Control data. Relational only;

¢ EDFCL.TXT: Control Limits data. Relational or Flat File; and
¢ EDFFLAT.TXT: Flat File. Flat File only.
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Uploaded EDF files should be named in a manner that makes it clear what
the file contains (e.g., facility name and report date, lab name) and should
If multiple EDF files are uploaded, each must contain a
EDF files uploaded to CIWQS should not be password
encrypted. Table 10.1 shows how data is mapped from the EDF files to
the CIWQS data fields.

1

end in “.zip”.
unique name.

Table 10.1 EDF Data Mapping

Report ID The upload is related to the report by CIWQS when
the EDF file is uploaded.
Monitoring Location Sample FIELD PT NAME

Sample Event Date Sample LOGDATE

Sample Event Time Sample LOGTIME

Parameter Results PARLABEL
(only

PVCCODE=primary)

Minimum Sampling

Pulled from the Regulatory Measure related to this

Frequency Report. This is the sampling frequency for the
matching Monitoring Location and Parameter.
Sample Type Pulled from the Regulatory Measure related to this
Report. This s the sample type for the matching
Monitoring Location and Parameter.

Sample Medium Sample MATRIX

Units Results UNITS

Sample Date Sample LOGDATE

Sample Time Sample LOGTIME

Result Results PARVAL
(only PARVQ=equals;
see “non-detect”)

Method Detection Results LABDL

Limit

Minimum Level Not available in EDF, so
not populated.

Non-Detect Results If PARVQ=< and
PARVAL=method
detection limit, then this
1s a non-detect

Analytical Method Results ANMCODE

Sample Analysis Date Results ANADATE

Sample Analysis Time

This information is not available from an EDF
submaission and will be left blank.
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& EDF files must contain no errors to upload. This will result in

the generation of an error message within CIWQS. In some

cases, an error may prevent a downstream error from being
discovered.

4.2.3 Code Value Mapping

Several files are entered as codes in the EDF format, CIWQS, or both.
Any value that is a code in CIWQS will have a cross-map to the possible
EDF values/codes. If a value is reported in an EDF that does not have a
mapped value in CIWQS, the submission is rejected.
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Error Checks used to produce the Error Check Report

1. Narrative Check

Appendix A

Review of the Narrative requirements involves checking the In Compliance? field on the
Narrative Tab and flagging any row that has “No” as an answer.

Narrative

In
Compliance?

Any row that has “In <Narrative <Narrative
Compliance?” as “No” is a | Requirement Requirement
non-compliance event. Text> Comments>

2. Numeric Checks

If bound 1s “<” and limit >
result, this i1s a non-

Pre- Limit, Bound, I ) <Full text of <Results>
Calculated | Result compiiance event. requirement>
Pre- Limit, Bound, If bound is .S. and the limit <Full text of

> result, this is a non- . <Results>
Calculated | Result . requirement>

compliance event.

. If bound is “>”" and the limit

Pre- Limit, Bound, oun 1s. ) an © <Full text of

< result, this is a non- . <Results>
Calculated | Result . requirement>

compliance event.
Pre- Limit, Bound, If bound is .2. and the limit <Full text of

< result, this is a non- i <Results>
Calculated | Result . requirement>

compliance event.
Raw/EDF | Limit, Bound, If bound is “<” and limit > <Full text of <Results>
(Data Calculated result, this is a non- requirement>
Summary) | Result compliance event.
Raw/EDF | Limit, Bound, If bound is “<” and the limit | <Full text of <Results>
(Data Calculated > result, this is a non- requirement>
Summary) | Result compliance event.
Raw/EDF | Limit, Bound, If bound is “>" and the limit | <Full text of <Results>
(Data Calculated < result, this is a non- requirement>
Summary) | Result compliance event.
Raw/EDF | Limit, Bound, If bound is “>” and the limit <Full text of <Results>
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(Data
Summary)

Calculated
Result

compliance event.

< result, this is a non-

requirement>

Reporting Checks

Every narrative
requirement must

One or more narrative

. In There must be a be shown to be in requirements do not
Narrative . . .
Compliance? | value for each row. | compliance, out of have a compliance
compliance, or N/A | status.
for this report.
Each out of .
achl Ot © The following
compliance . .
) narrative requirement
narrative o
. . for monitoring
For each row with | requirements must . o
" . D 1o location <monitoring
: In Compliance?” of | have a comment . ) .
Narrative | Comments PR o location identifier> is
No,” there must be | describing the )
. out of compliance, but
a comment. action(s)
no comments were
taken/planned to : )
provided: <narrative
return to :
0 requirement text>
compliance.
The tollowing pre-
calculated
There must be a Each pre-calculated requ‘irerr'lent for ‘
Pre- o < oy : requirement must monitoring location
Limit limit specified for . . o .
Calculated specify a numeric <monitoring location
each row. L . .
limit. identifier> does not
have a specified limit:
<requirement text>
The tollowing pre-
calculated
I t fi
Results must be Each pre-calculated requirerient for.
Pre- : c monitoring location
Results provided for each requirement must o .
Calculated <monitoring location
row. have a result. . .
identifier> does not
have a specitied result:
<requirement text>
For each row where | Each non-compliant | The following pre-
the comparison of | pre-calculated calculated
Pre- Comments the limit and the requirement must requirement for
Calculated result (based on the | have a comment monitoring location

bound) yields a

non-compliance

describing the
action(s)

<monitoring location
identifier> is out of
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event, there must
be a comment.

taken/planned to
return to
compliance.

compliance, but no
comments were
provided:
<requirement text>

A result must be

The sample on line
<line number> for

Raw All samples must L .
entered on each ) . monitoring location
Data/EDF . specify a numeric o
line, unless the <monitoring
Result " . result or must be .
non-detect w location> does not
(Data : marked as “non- -
) checkbox is detect” indicate non-detect
y checked. ’ and does not contain a
numeric result.
The sample on line
<li >
Raw Samples below the hn(‘e nu'mber fgr
Non-Detect can . monitoring location
Data/EDF onlv be used if detection level (non- <monitorin
Non-Detect Yo . | detect checked) : 5
there 1s no numeric .. location> does
(Data must not indicate a .
result. ) indicate non-detect
Summary) numeric result.
and also shows a
numeric result.
Raw The sample on line
: <li ber> ¢
Data/EDF Sample date is A saplle it s méi‘;tsl‘}ir: elgcat(i)(:n
Sample Date P d required for each oring
(Data required. - <mo¥nt0r1.ng‘
o) ’ location> indicates no
Y sample date.
The sample on line
Raw For each row <line number> for
The method monitoring location
Data/EDF | Method marked as Non- ) . oo
Detection Detect. the Method detection limit must | <monitoring
. ) L be specified for each | location> is marked as
(Data Limit Detection Limit is
) —— non-detect sample. | non-detect, but does
y ) not specify the method
detection limit.
Each row must Uploaded data must A sample was
EDF : specify units that be reported in units plew :
Units . . reported with units
are in the units accepted by the “cinvalid units>.”
reference table. system. ’
) Uploaded dat t
The units must proaded datd must | o sample for
) contain units that p N
EDF Units match the . . <parameter>" was
are compatible with e
parameter. the parameter reported in “<units>.
Each t
. ;(;rarr(;:;gl;mise Uploaded data must | A sample was
EDF Parameter the reference table. | °F ecify parameters | reported with
No SVHOnvms weré accepted by the parameter
ynony system. “<parameter>."

found.
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A sample was
reported with
arameter “<reported
h . e
Lot must use Uploaded data must | parameter>." This is
a parameter from specity parameters a synonym for
EDF Parameter the reference table. | PC"Y P a synomy
. accepted by the <ofticial
The value is found ”
I system. parameter>." The
ynonym. same should be
reported as “<official
parameter>.”
[f'a monitoring
location is marked Data was reported for
. as No Discharge, Monitoring monitoring location
Narrative, . . . . L
Pre- but there is data in | locations without <monitoring
Caleulated All Fields any other section discharge should location>, which has
’ for the monitoring | not have any data been indicated as
Raw, EDF . .. ) )
location, this is a reported. having no flow during
non-compliance this reporting period.
event.
Raw/EDF .If there. 1s .Sufﬁcientc sample There was insufﬁcient
insufficient raw information must be | information provided
(Data Various data to compute a provided for each to evaluate the
o) result, this is a non- | non-pre-calculated | following limit:
y compliance event. limit. <requirement text>.
If the due date is
prior to today’s
date, this is a non-
compliance event.
Note: until the
i i : As of <today’s date>
Report Due repot is submltt.ed, This report was due > of stoday s dare=,
General the results of this this report has not
Date on <due date>. :
check may not be been submitted.
correct and may
indicate a false
negative (i.e., no
non-compliance
event will be
discovered).
Limit Bases

The system also runs through each numeric (limit) Requirement and attempts to locate the
raw data in support of the results. The “limit basis” is used to run the calculation on the raw
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data. If there is insufficient raw data to make the proper computation, this is shown as a
“reporting” non-compliance event.

The limit basis, as indicated in the limitation requirement (Chapter 5), tells the system how to
compute the “actual” value from raw data (submitted either via the raw data screen or via
EDF). The following limit bases will be used to calculate from raw data:

II\)/I;)IL;mum The daily discharge (see definition below) is computed.
The average (mean) of the daily discharge values (see definition below) for a
A given calendar month (first of the month to the last of the month) is computed.
verage
Monthly All values used to compute the mean will have the same month and year, but
may have different days.
The average (mean) of the daily discharge values (see definition below) for a
given week (Sunday to Saturday) is computed.
In a given month, there will be multiple week-periods. If the last week of the
Avereme month doesn’t end of Saturday, the check is done in the following month. For
Weekly example, September, 2004 ends on a Thursday. The weekly average for the last
week of September is actually not computed until the end of the first week in
October (which would not be reported until later).
Note that is a permit starts mid-week, no values need to be submitted for that
first week. A full week is required to have any values due.
Annual The average (mean) of the daily discharge values (see definition below) for a
Average given calendar year (January 1 to December 31) is computed.
(Rolling) 6- The system will perform a series of calculations, one for each day in the
M monitoring period, that looks at the mean of the prior 180 days of data. There
onth . b ., . . .
Median will be one rolhpg check per day in the perlod (e.g., for a monthly report with
31 days, there will actually be 31 separate “rolling” checks).
Instantaneous | “Instantaneous” is defined as a single sample value. No computation is
Maximum performed, except for the comparison.
Instantaneous | “Instantaneous” is defined as a single sample value. No computation is
Minimum performed, except for the comparison.

Additional Checks

“Daily Discharge” is either:

e The total mass of a pollutant discharged during a calendar day (when the units are of
type “mass”) or

e The average (mean) measurement of the pollutant over the calendar day (when the
units are of any type except “mass)




Calendar day is defined as 12:00am (00:00:00) to 11:59 (23:59:59). Values in a single calendar
day will have the same month, day, and year.

Therefore, if the units are of type “mass,” all sample measurements for a parameter are
summed for a given day to calculate the daily discharge. For all other units, all sample
measurements for a parameter are averaged (mean) for a given day to calculate the daily
discharge.

All other limit bases will be required to be “pre-calculated” and will require the discharger to
perform the “roll-up” calculations before submission.
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